Basic Workplace Competencies

AREA 5: Planning and Managing a Career

Since work is a significant part of life, individuals need to be actively engaged in seeking a career
that matches their interests, abilities, aptitudes, and skills. Career planning enhances the
possibility that one's career path will lead to success and satisfaction in work. Employers seek
individuals who know what they want from work and can effectively present their qualifications
and skills through the job search process, including job applications and interviews. Throughout
one's career, it is also important to seek continuous professional development opportunities.

Competency -
The student will be able to: Key Indicators
5.1 5.1.1 Determine own interests and aptitudes
Identify how personal 5.1.2 Relate personal interests to academic and occupational
interests, abilities, and skills
skills relate to choosing 5.1.3 Identify impact of abilities and skills on career
a career development
5.1.4 Identify how self-knowledge relates to making career
choices
5.2 5.2.1 Identify career options, including self-employment and
Investigate career nontraditional careers
options 5.2.2 Identify the range of available career information
sources

5.2.3 Research knowledge, abilities, and skills needed in
each occupation using a variety of resources (e.g.,
handbooks, career materials, labor market information,
computerized career-information delivery systems, and
role models/mentors)

5.2.4 Select careers that best match interests and aptitudes

5.2.5 Analyze the impact of factors such as population,
climate, employment trends, and geographic location
on occupational choice

5.2.6 Assess differences in the wages, benefits, annual
incomes, cost of living, and job opportunities
associated with selected career options

5.2.7 Identify potential conflicts between interest/aptitudes
and career choices

5.2.8 Identify how career choices influence family, personal
life, and lifestyle

5.2.9 Assess labor market information pertaining to career
options

5.2.10 Explore future trends and occupations in the world of
work



The student will be able to:

5.3
Chart career using
career-planning skills

5.4

Demonstrate skills
needed to enter or
reenter the workforce

5.5
Demonstrate job-
keeping skills
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Key Indicators

Demonstrate use of career information

Identify elements of career planning

Summarize the educational requirements of various
occupations

Identify skills that apply to a variety of occupations
Identify challenges that may interfere with individual
career plan (e.g., gender issues, misinformation,
expectations of others, and conditions of labor market)
Identify short-term and long-term goals for achieving
career plan

Develop a career plan

Showcase interests, aptitudes, and skills utilizing a
portfolio

Annually review/revise the individual career plan

Apply knowledge of personal abilities, interests, and
skills to the seeking of employment regionally,
nationally, and globally

Develop job-getting tools (including resumes, letters of
application, portfolios)

Demonstrate job-getting skills (including locating
acceptable jobs, interviewing, completing a job
application, and interpreting an employee contract)
Demonstrate skill in a second language if required for
the position

Maintain a portfolio demonstrating job competence and
containing job-getting tools

Demonstrate strong communication skills orally, in
writing, or via computer

Apply basic arithmetic and mathematics skills to job
tasks

Apply thinking skills to job tasks (including creative
thinking, decision making, reasoning, problem solving,
interpretation of information)

Apply interpersonal skills in relating to others on the job
Identify an awareness of employer expectations for the
job

Carry out job tasks in accordance with employer
expectations

Display positive work ethic



The student will be able to:

5.6
Upgrade career skills

5.7
Explore opportunities to
create a business

5.6.1

5.6.2

5.6.3

5.6.4
5.6.5

5.7.1

5.7.2

5.7.3

5.7.4

5.7.5

Key Indicators

Identify personal and workplace changes that require
upgrading of own skills

Modify own career goals based on personal and
workplace changes

Analyze various education/training options for securing
needed upgrading

Identify professional development opportunities
Participate in professional development activities

Identify an unmet need or opportunity for provision of a
good or service

Identify potential target markets nationally and/or
internationally

Identify factors that contribute to the success or failure
of a business

Evaluate the costs and benefits of future opportunities
(e.g., renovations, improvements, expansions, addition
of new products or services, international trade
opportunities)

Identify components of a business plan, considering
various factors for identified opportunities and
marketing strategies (including population, climate,
location, supply and demand, competition)



